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STATE OF CALIFORNIA Command: Division: Central Number; 425
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Sonora

INSPECTION PROGRAM Evaluated by: Date:
CHAPTER 8 A. K. Pittman 12/10/2009
COMMAND REIMBURSABLE SERVICES Assisted by: N/A Date:

INSTRUCTIONS: Answer individual items with “Yes” or “No” answers, or fill in the blanks as indicated. Any "No" answers, discrepancies
with policy, applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks” section.
Additionally, such discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of
command. Furthermore, the memorandum shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the "Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

Lead Inspector's Signature:
TYPE OF INSPECTION

(] Division Level X Command Level ST
[ Office of Inspections (] Voluntary Self-Inspection
FO“OW-Up Required: D Follow-Up Inspection Commander's Signature: Date:

[]Yes X No BY: /W)W/ 47N & ///é7
<

For applicable policies, refer to HPM 11.1, Chapter 6.

INGte: I aNe L orN/AUBOXISIoheokediine Remarks isection shallibe Uflized foriexplanation: -

1. Prior to the performance of services, is the
contracting party informed of the rates charged for X Yes | [ONo |[[JN/A | Remarks:
services, departmental equipment usage, and
cancellation policy?

2. Does the billing rate include mileage and other

expenses such as uniform or equipment damage? MK Yes | [INo | [JNA Remarks:
3. When a safety service is provided to another state R R
H ) 1 _diAi HTF emarks. NO ety service
28‘?3?%8"? the agency's five-digit billing code Yes | ONo |X NA reaquested through this command
4. s the billing code documented on the Reimbursable _ _
Services Billing Memorandum? [JYes | [JNo N/A | Remarks: No Safety Service

requested through this command

5. Is $50 charged for each CHP uniformed employee _
assigned to the detail if the cancellation notificationis | X} Yes | []No ] N/A | Remarks:
less than 24 hours prior to the scheduled service?

6. Is a minimum payment of 4 hours overtime charged .
when employee(s) could not be notified of the Yes | [INo |[JNA | Remarks:
cancellation of their service(s)?

7. Is information regarding the procedures to obtain
necessary right-of-way clearances or permits, local Yes | [ONo |[JN/A | Remarks:
requirements, and other pertinent information made
available to inquiring parties?

8. Are written requests for specific services directed to

the appropriate command? X Yes | [ONo | [JN/A | Remarks:
9. Are traffic control services less than $50,000
approved by Division? X Yes | [INo | [JN/A | Remarks:
10. Are traffic control services estimated to be $50,000 or )
more approved by the Office of the Commissioner? [JYes | TINo |[XIN/A | Remarks: No services $50,000 or

over requested

11. Are extraordinary protective services approved by the

. AN ald? 7 Remarks: No services $50,000 or
Assistant Commissioner, Field? O Yes | [JNo /A | e uestod.
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Is a Reimbursable Services Agreement (RSA) log

number requested from Division for every contract? XK Yes | [ONo | [JN/A | Remarks:
13. Is a CHP 465 form completed in accordance with

policy? X Yes | [JNo | [JN/A | Remarks:
14. Are advance payments collected from the contracting

company prior to the start of the service? Yes | [ONo | [JN/A | Remarks:
15. Is a CHP 251 prepared and mailed to the contracting

company upon receipt of advance payments? XK vYes | [ONo |[JN/A | Remarks:
16. Is a CHP 467 prepared and submitted to the Fiscal

Management Section upon completion of the Yes | [ONo |[JN/A | Remarks:

contractual service(s)?
17. Is a copy of the CHP 465 attached to the weekly

CHP 230, and if applicable, a CHP 169? Yes | [1No | [JN/A | Remere

18. Is a CHP 466 maintained?

D Yes D No D N/A Remarks:

19. Do RSA numbers begin with the letter “R” to denote
reimbursable services, followed by two digit fiscal [JYes | [ONo |[IN/A | Remarks:
year, three digit location code, and a sequential
number for each agreement?

20. Is the CHP 466 closed out at the end of each fiscal
year with a new log implemented on July 1 beginning | [JYes | [JNo | [JN/A | Remarks:
with the sequential number 0017

21. Are all sequential numbers accounted for when
reconciling with the Billing Memorandum? [JYes | [ONo | [JN/A | Remarks:

22. Are sequential numbers not matching Billing
Memorandums reconciled? [JYes | [ONo | [CJN/A | Remarks:

23. Is the original RSA signed and filed at Area?

K Yes | [INo | [JN/A | Remarks:

24. Does the command proceed with all RSA
arrangements, and if needed, ensure the requestor XYes | [ONo | [JN/A | Remarks:
has obtained the necessary right-of-way, clearances,
and permits?

25. Is the indemnification clause included in the o
agreement when requested? [OYes | OONo | XINA iz’:]":;'t‘:é'"dem“'fma“"” clause not

26. Is the inclusion of the indemnification clause o
approved by the Department of General Services, OYes | ONo N/A | Remarks: indemnification clause fot
Office of Legal Services? . '

27. If the service is over $50,000 per occasion, is a )

CHP 78R prepared and submitted to Contract OvYes | ONo | XINA ':f’:::::d WCIESIVIEES GEFE0i060
Services Unit? 4 )

28. Is a copy of the resolution, order, motion, or )
ordinance of the local governing body obtained when | [JYes | [ No N/A R;'/‘;f:i‘r?: ';gdagreeme”ts Withaa tcal
one of the contracting parties is a county, city, district, g 9Ro%%
or other local public body?

29.
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30. Are dignitary protection services referred to the Office

of Dignitary Protection? Cvyes | ONo N/A 5:3@;';5;6':‘353;‘5‘“ Beeistion
31. Are CHP 312 forms, CHP 313 forms, and CHP 467
forms prepared when a statewide agreement is in (dYes | ONo | XINA ﬁi;‘}j‘;‘;sgnsg Qf;f‘ea{j: ;;Zg;;m
effect? requiring theses forms.
32. When state agencies are requesting a statewide
agreement, are they referred to Enforcement [JYes | CINo | [XN/A | Remarks: Norequests by a state

Servces Division, Field Suppo

rt Section?
lining a
(el Y ey bl AN 10T z

33. Is a CHP 230 prepared by the contracting party when
fees are collected on the day of the fraining session?

] Yes

SAmegrn e

agency.

Remarks:

34. Are the original CHP 467 and contract agreement
submitted to Fiscal Management Section (FMS) upon
completion of services (other than COZEEP,
MAZEEP, extraordinary protective services, and
special projects) within 5 days?

Yes

Remarks:

35. Are copies of CHP 467 forms forwarded to the next
level of review?

X Yes

] No

] N/A

Remarks:

36. Is the date when the Billing Memorandum was sent to
FMS noted on the Reimbursable Services Control
Log?

[]Yes

I No

LI N/A

Remarks:

37. Is a copy of the command'’s Reimbursable Services
Control Log forwarded or e-mailed fo the Division
Coordinator at the end of each month?

] Yes

I No

LI N/A

Remarks:

38. Is the Reimbursable Services Control Log verified
with the copies of the Billing Memorandums to ensure
all reimbursable time has been reported to FMS for
billing purposes?

] Yes

Remarks:

39. Are outstanding items being inspected and resolved?

3

0. Is a copy of

FMS upon completion of extraordinary protective X vYes | ONo |[JN/A | Remarks:
services?
41, Is a reimbursable special project code obtained on
every contractual service? X Yes | [INo | [JN/A | Remarks:
42. Is the overtime report(s) for reimbursabie special
project(s) used to reconcile CHP 415 forms foreach | X Yes | [ONo | [JN/A REMAS
special project?
43. Are the special project codes on the overtime
report(s) verified to ensure the correct special project | X Yes | [JNo | [JN/A Remarks:
code has been used?
44. Are all corrections noted on the overtime report(s)?
g Yes D No D N/A Remarks:
45. Are overtime reports approved and dated by the
commander after reconciling? Yes | [ONo | [JN/A | Remarks:
46. Is the original overtime report(s) forwarded to FMS?
Yes D No D N/A Remarks:
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47. Is a copy of the overtime report forwarded fo Division
by the 10™ of the month (except COZEEP/MAZEEP)? | [ Yes | [ONo [ [JN/A | Remarks:
48. Are all COZEEP/MAZEEP reports forwarded to
Division by the 15" of the month? X Yes | [ONo | [JN/A | Remarks:
49. Are all COZEEP/MAZEEP reports approved by
Division and forwarded to FMS by the 30" of the [JYes | [ONo |[OJN/A | Remarks:
month?
50. Is a copy of the CHP 71 attached to the overtime
report(s) when there are reimbursable nonuniformed | [JYes | [ No | [JN/A EINANSS:
personnel hours?
51. Is_an amendment o.f- service agreemgnt requested . Rermaris: NeSosices have bean
{Jhrlor to the fund being depleted, and if necessary, is CdYes | TONo | XIN/A roquested where funds have
e service discontinued? depleted.
52. Are all payments made directly to FMS?
& Yes D No D N/A Remarks:
53. Does the command require delinquent companies to ) _
pay outstanding invoices in full prior to providingany | [JYes | [JNo | XIN/A Remarks: No delinquent companies

future services?

have requested services through this
command
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